CURRICULUM VITAE 


Mohammad Siraj 
House No # 644 P.1.B colony 


Karachi 
Cell No. 0315-2354979 


E-mail: Mohammad.siraj@hotmail.com 


OBJECTIVE: 


Looking for a professional institute, which would allow me to share my experience & knowledge 


And utilizing the skills in a strong professional environment. 


ACADEMIC QUALIFICATIONS: 


e Graduation from the University of Karachi. 
e  |.Com from the Intermediate Board of Karachi. 


e S.S.C from the Secondary Board of Karachi. 


OTHER'S QUALIFICATION: 


e A.C.A (Associate of Computerized Accounting) 


e Quick Book Myob 
e Peachtree Tally 
e ERP 

COMPUTER SKILLS: 


e Microsoft Windows 98, ME, XP 
e Microsoft Office 2007, XP 


e Good Knowledge of E- Mail & Fax etc. 


WORKING EXPERIENCE: 


The Aga Khan University as a Unit Receptionist: April 2020 — Till to date 


Responsibilities as Receptionist: 


Schedule appointments for patients with the doctors using outpatient management system and 
maintain records. 

Answer phone calls promptly and courteously and provide the information to callers. 

Assist clinic supervisor in marketing related activities. 

Ensure timely availability of Medical Record files for all booked patients at assigned clinics at least 30 
minutes before the clinic start time by talking file with the appointment schedule. Follow-up with 
Medical Record Department for files that are not received. 

Receive cash from patient for services provided as per the fee structure. Deposit cash with the main 
cashier at the end of the clinic and maintain record. Should fully understand and perform their 
duties in accordance with the Revenue collection and cash protocol. 

Submit Daily Revenue Report to the clinic supervisor or his designate at the end of the clinic so that 
the record of the cash transaction can be maintained. 

Inform that in-charge nurse about the clinic appointment schedule of every doctor before the clinic 
start time and coordinate with nursing staff for addressing day to day clinic problems under the 
supervisor of clinic supervisor to facilitate patient care. 

Handle / resolve patient quires to ensure smooth functioning of clinics, keeping customers satisfied 
with the services provided to them. 

Meet with clinic supervisor on a regular basis to report clinic related problems and seek his / her 
advice to address them. 

Any other assignment given by the supervisor / department head. 

Responsibilities as Telephone Operator: 

Under general supervision. Perform routine work of operating ePABX and ensure smooth and 
trouble free operating of ePABX switch board. 

Given routine non-technical information to caller and / or refer caller to proper source. 

Assist user department with telephone related calls and / or information. 


Schedule appointments for patients with the doctors, if required. 


Patel Hospital as a Unit Receptionist & Information Officer: March 2017 — April 2020 


e Help and guide patient and relatives when required. 

e Ensure provision of accurate and complete information to all patients and their families. 
e Ensure staff deals all patient and their families with politeness and courtesy. 
e Entertain customer complain and refer to relevant department. 

e Provide high level of customer services. 

e Provide consultant timings information to patient and attendant. 

e Establishment and provide good worker in public relation. 

e Any other responsibilities assign by HOD. 

e Provide information to the attendants about patient’s Procedures. 

e Expected Cost & Estimations of Procedures 

e Collecting Cash form Patient 

e Create New File For patient’s 

e Generate Card For New patient’s 


e Public dealing 


Software house as a Office Administrator: Aug 2015 — July 2016 


Maintain Office Services General Office Management 


Design and implement office policies 
Establish standards and procedures 

Organize office operations and procedures 
Supervise office staff 

Monitor and record long distance phone calls 
Prepare time sheets 

Control correspondences 

Review and approve supply requisitions 
Liaise with other agencies, organizations and groups 
Update organizational memberships 
Maintain office equipment 

Tax challan’s follow ups 


Maintain Office Records 


Design filing systems 

Ensure filing systems are maintained and up to date 
Define procedures for record retention 

Ensure protection and security of files and records 
Ensure effective transfer of files and records 


Responsible for opening and closing of the office 
Phone and camera operations 

Be presentable and well dressed 

Greet visitors and welcome clients 

Maintain office equipment and furniture 
Organize repairs and upgrades 

Follow through on maintenance contracts 

Ensure payment of utility bills 

Order and maintain office supplies 

Research vendors for pricing and delivery options 


Troubleshoot computer and systems problems 
Liaise with specialists to resolve problems 
Official & ordered gifting to customers 
Grocery list and purchase 


Liaise with building management and watchman 


Maintain Office Efficiency 


Plan and implement office systems, layout and 


e Ensure personnel files are up to date and secure equipment procurement 
Supervise Office Staff e Maintain and replenish inventory 
e Check stock to determine inventory levels 
e Anticipate needed supplies 
e Verify receipt of supply 


e — Assign and monitor clerical and secretarial functions 
e Recruit and select clerical staff 

e Orient and train employees 

e Provide on the job and other training opportunities Bookkeeper/Accountant 


e Supervise staff e Create, compile and maintain employee payroll 

e Evaluate staff performance records 

e Ensure that employees are paid on time 

e Keep paychecks accurate and up-to-date 

e — Ensure payment of utility bills 

e Maintain petty cash book 

° Make recommendations regarding cost saving 
policies 

e Clients invoicing/payment follow ups 


® Coaching and disciplining staff 


3F Chandi Wala & Co. Worked as a Account Assistant: Jan 2008 — Nov 2011 


e Make different types of Performa’s on Excel & Microsoft word. 
e Maintain Cheque In Hand. 

e Control Inventory. 

e Maintain Daily Sales & Purchase Report. 


e Maintain & Make New Customers Ledger. 
e Maintains and makes necessary adjustments to various records and/or logs such as journals, 
e Verifies amounts and codes on various forms for accuracy. 


e Sorts documents and posts debits/credits to proper account. Balances entries and makes 


necessary corrections. 
e Verifies statement items and totals with department records. 
e Makes and checks necessary calculations. 
e Answers inquiries regarding work being performed. 
e Prepares forms or encodes materials for data input. 


e Prepares or checks invoices, requisitions and other documents for processing; encodes and 


obtains approval when necessary. 
e Recurring reports on internal computer records. 


e Perform clerical duties such as sorting mail, filing and typing, operates variety of general office 


equipment. 


PERSONAL INFORMATION: 


e =Father’s Name: 
e Date of Birth: 
e Marital Status: 


e Domicile: 


e C.N.I.C: 


REFERENCE: 


e AVAILABLE IF REQUIRED 


Mohammad HafeezUddin 
22"? May 1987 

Single 

Karachi (Sindh) 


42101-8310385-1 


